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II.  GENERAL INFORMATION FOR APPLICANTS 
 

 
LCDBG Staff and Contact Information 
 
 
Managers      Area of Responsibility  
 
Suzie Elkins  (Suzie.Elkins@la.gov)  Director, Office of Community Development 
 
Herman Dubon (Herman.Dubon@la.gov)  Assistant Director, Community Development 
 
Ward Filgo, P. E.  (Ward.Filgo@la.gov)  Community Development Engineer  
Dotty Tapscott  (Dotty.Tapscott@la.gov)   Consolidated Plan, Policy, Procurement 
Carol Newton  (Carol.Newton@la.gov)  Public Facilities, Environmental, DN, LaSTEP  
Laurie Durnin  (Laurie.Durnin@la.gov)  Financial Management, Economic Development  
Wayne Dale  (Leslie.Dale@la.gov)  Housing Rehab, Acquisition, Labor Standards 
 
Staff       Area of Responsibility  
 
Cory Williams  (Cory.Williams@la.gov)  Grantee Handbook, Labor Standards 
Donna Ramirez  (Donna.Ramirez@la.gov) HUD’s IDIS; Environmental 
Gene Gautreaux  (Gene.Gautreaux@la.gov) Labor Standards; Community Development Plan 
Jeff Pennington  (Jeff.Pennington@la.gov) ED, Financial Management; Contracts 
M. Hammons  (Margerite.Hammons@la.gov) Environmental  
Natasha Bland  (Natasha.Bland@la.gov)  Environmental;  LaSTEP, IDIS 
Paul Catrou  (Paul.Catrou@la.gov)  Technical Assistance 
William Hall  (William.Hall@la.gov)  ED, Financial Management; Fair Housing/E E O 

 
Support Staff      Area of Responsibility  
 
Angela Lathan  (Angela.Lathan@la.gov)  Administrative Assistant 
Valerie Christophe (Valerie.Christophe@la.gov) Payroll  
Kamilah Davis  (Kamilah.Davis@la.gov)  Receptionist 
Kendall Fontenot  (Kendall.Fontenot@la.gov) Student Worker 

 

Mailing Address        Phone Numbers  
Division of Administration    Telephone: (225) 342-7412 
Office of Community Development   Fax:  (225) 342-1947   
P. O. Box 94095      
Claiborne Bldg., Suite 7-270; 1201 N. Third St.  LA Relay Service Info:  888-699-6869 
Baton Rouge, LA  70804-9495     
 
Physical Address_________________________________________________________ 
Division of Administration 
Office of Community Development 
Claiborne Building, Suite 7-270 
1201 North Third Street 
Baton Rouge, LA  70802 
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Introduction 
 
The Division of Administration’s Office of Community Development administers the LCDBG 
Program.  Approximately $32 million in funds will be available for the FY 2006 LCDBG 
Program.  Of that amount, approximately $22 million will be available for the Public Facilities 
Program.   
 
The Office of Community Development surveys eligible communities every two years to 
determine priorities for funding under the LCDBG Program.  As in the past, public 
infrastructure was identified as a high priority.  The funding priorities under the Public 
Facilities Program for the FY 2006/2007 Program years are: 
 

• Sewer Improvements 
• Potable Water Improvements 
• Fire Protection Improvements 
• Street Improvements 
• Community Centers 

 
This application package must be used to apply for sewer, potable water, water for fire 
protection, and street projects.  The LCDBG Public Facilities Program has a two year funding 
cycle.  Therefore, the Office of Community Development will accept applications for these 
priorities on December 16, 2005 and those applications will be reviewed for funding under the 
FY 2006 and FY 2007 program years.  The applications are ranked amongst other applications 
submitted under the same activity area. 
 
The Office of Community Development will not enter rating data for any public facilities 
applications that do not meet the threshold criteria identified on pages 11-12 as of December 16, 
2005.  Therefore, those applications will not be in consideration for funding for the FY 2006 
program year.  For the second year of the funding cycle, FY 2007, the Office of Community 
Development will enter rating data from any applications that meet the threshold criteria as of 
December 15, 2006.  This may cause a change in the points awarded under the cost effective 
criteria; the points awarded under cost effectiveness are relative to the other applications that are 
being considered.  Since additional applicants may meet the threshold criteria for FY 2007, there 
may be changes in the points awarded under cost effectiveness and in the ranking of the projects. 
 
Eligible Applicants 
 
All municipalities and parishes in Louisiana are eligible to participate in the LCDBG program 
with the exception of the following HUD entitlement jurisdictions:  Alexandria, Baton Rouge, 
Bossier City, Jefferson Parish (including Grand Isle, Gretna, Jean Lafitte, and Westwego), 
Kenner, Lafayette Parish Consolidated Government, Lake Charles, Monroe, New Orleans, 
Shreveport, Slidell, Terrebonne Parish Consolidated Government, and Thibodaux. 
 
Municipalities with a population of less than 25,000 and parishes with an unincorporated 
population of less than 25,000 may apply for one housing or public facilities grant under the 
FY 2006/2007 LCDBG Program.  Municipalities with a population of more than 25,000 and 
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parishes with an unincorporated population of more than 25,000 may submit a total of two 
applications for housing or public facilities with a combined maximum request of $1.6 million.  
The individual amounts requested per application cannot exceed the funding ceiling amount for 
that particular type of application.  The two applications must be prepared and submitted as 
two separate applications.  According to the 2000 census information obtained from the 
Louisiana Census Data Center as provided by the U.S. Bureau of Census, those municipalities 
and parishes are as follows:  Acadia Parish, Ascension Parish, Bossier Parish, Caddo Parish, 
Calcasieu Parish, Iberia Parish, Lafourche Parish, Livingston Parish, City of New Iberia, 
Ouachita Parish, Plaquemines Parish, Rapides Parish, St. Bernard Parish, St. Charles Parish, St. 
John the Baptist Parish, St. Landry Parish, St. Martin Parish, St. Tammany Parish, Tangipahoa 
Parish, Vermilion Parish, Vernon Parish, and Washington Parish. 
 
Type of Grant 
 
This application package is to be used when applying for funds for public facilities 
infrastructure projects.  Only single purpose applications will be accepted.  A single purpose 
grant provides funds for one primary need or activity, such as streets or a water storage tank for 
fire protection purposes.  That activity may be supported by auxiliary activities.  Examples of 
auxiliary activities are drainage improvements undertaken in conjunction with street 
improvements or the acquisition of land upon which a water storage tank will be constructed.  
Multi-purpose applications are not eligible for funding.  An application for water system 
improvements that requests monies equally to upgrade the water treatment plant (potable water 
improvements) and to build a fire station (fire protection improvements) would be considered 
as a multi-purpose application since the two major activities are not in support of each other.  
Therefore, they do not address one need. 
 
Size of Grants 
 
The State has established a funding ceiling of $800,000 for sewer treatment grants, $600,000 
for new sewer collection grants, $500,000 for sewer system rehabilitation grants, $800,000 for 
potable water grants, and $500,000 for water for fire protection grants.  For street grants, a 
minimum of $150,000 and a maximum of $500,000 may be requested.   
 
Within the ceiling amounts, the applicant is allowed to request funds for the reimbursement of 
pre-agreement costs (application preparation fees), administrative costs, and 
engineering/architectural fees.  A maximum of $3,700 is allowed for public facilities 
infrastructure applications.  Of this amount, a maximum of $1,500 will be allowed for 
engineering/architectural services; such services may include the preparation of applicable 
portions of the project description, the cost estimate, the project severity attachment package 
when applicable, pre-application conferences, etc.  A maximum of $2,200 will be allowed for 
administrative consulting fees.  Of that amount, a maximum of $1,400 will be allowed for the 
preparation of all non-engineering forms and the overall packaging of the application and a 
maximum of $800 will be allowed for surveying costs (if a survey is required) only if the 
administrative consultant conducts or pays for the survey.  A minimum of one on-site visit will 
be required of the engineer/architect and the administrative consultant in order to request pre-
agreement costs.  No pre-agreement costs for surveying will be reimbursed when census data is 
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utilized and a survey is not necessary.  In order to be eligible for the pre-agreement costs, the 
following requirements must be met: 
 

1. The application must be funded under the FY 2006-2007 LCDBG Program years, 
2. The LCDBG procurement procedures must have been followed in the procurement of 

engineering and/or administrative consulting firms, 
3. The application preparation tasks and corresponding costs must be identified in a 

written contract between the firms and the local governing body, and 
4. The application must be complete and accurate as determined by the Office of 

Community Development. 
 
Only those local governing bodies that receive grant awards will be eligible for pre-agreement 
costs.  The State has the option of reducing the reimbursable amount requested for pre-
agreement costs.  The component of the application that is deemed inadequate will be a 
determining factor in the amount of the reduction. 
 
Eligible Activities 
 
Appendix 3 of the Proposed FY 2006 Consolidated Annual Action Plan identifies all of the 
activities eligible for community development block grant funding under federal guidelines.  
Within those regulations, the State has established priorities for program categories and 
activities.  The public infrastructure priorities are sewer, water (potable and fire protection), 
and streets.  Ineligible activities are identified in Section 570.207 of the Code of Federal 
Regulations. 
 
Application Deadline 
 
The deadline for submittal of public facilities infrastructure applications is December 16, 2005.  
If hand delivered, applications must be received by the Office of Community Development by 
4:30 p.m. on or before December 16, 2005.  If mailed, the postmark must be stamped no later 
than December 16, 2005.  The applicant must obtain a “Certificate of Mailing” from the Post 
Office, certifying the date mailed.  The State may require the applicant to submit the 
“Certificate of Mailing” to document compliance with the deadline. 
 
Any applications that do not meet the deadline requirements stated above will not be rated. 
 
 
Number of Copies of Applications 
 
An original and one copy of the complete application must be mailed to: 
 
Division of Administration 
Office of Community Development 
Post Office Box 94095 
Baton Rouge, Louisiana 70804-9095 
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Or delivered to: 
 
Division of Administration 
Office of Community Development 
Claiborne Building, Suite 7-270 
1201 North Third Street 
Baton Rouge, Louisiana 70802 
 
Threshold Criteria 
 
No grant will be made to an applicant that lacks the capacity to undertake the proposed 
program.  In addition, applicants that have previously participated in the LCDBG Program 
must have performed adequately. 
 
Performance and capacity determinations for the FY 2006 program year will be made on 
December 16, 2005.  Performance and capacity determinations for the FY 2007 program year 
will be made on December 15, 2006. 
 
In order to be eligible for a public facilities grant under the FY 2006 LCDBG program 
year, the following thresholds must have been met: 
 

1. Units of general local government will not be eligible to receive funding unless past 
LCDBG programs (FY 1997, FY 1998, FY 1999, FY 2000, FY 2001, FY 2002, FY 
2003, FY 2004, and FY 2005) awarded by the State have been conditionally closed-out 
with the following exceptions. 
 
For recipients of economic development awards under the FY 2002, FY 2003,  
FY 2004, and FY 2005 LCDBG Programs and for recipients of demonstrated needs 
awards funded under the FY 2005 LCDBG Program, the State will, on a case-by-case 
basis, make a determination on the recipient’s performance.  If the State makes the 
determination that the recipient has performed adequately, the State may deem that 
recipient eligible for FY 2006 funding. 
 
The following stipulations in this paragraph relate to those parishes with an 
unincorporated population of more than 25,000 and cities with a population of more 
than 25,000 (See Section II.G.1. of the Proposed FY 2006 Consolidated Annual Action 
Plan) that may be applying for funds under the FY 2006 LCDBG program year.  If any 
of these local governing bodies have no open or ongoing housing or public facilities 
grants awarded as of December 16, 2005, the local governing body will be eligible to 
receive two grants under the FY 2006 LCDBG Program.  If any of these local 
governing bodies have one housing or public facilities grant awarded as of  
December 16, 2005 that has not been conditionally closed-out, the local governing 
body will be eligible to receive one grant under the FY 2006 LCDBG Program.  If both 
applications are in a funding position under the FY 2006 Program, then the local 
governing body may choose which application will be funded.  If any of these local 
governing bodies have two housing and/or public facilities grants that have not been 
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conditionally closed as of December 16, 2005, then those local governing bodies will 
not be eligible for any grants under the FY 2006 LCDBG program year. 
 

2. Audit and monitoring findings made by the State or HUD have been cleared. 
 

3. All required reports, documents, and/or requested data have been submitted within the 
timeframes established by the State. 

 
4. Any funds due to HUD or the State have been repaid or a satisfactory payment 

arrangement of the debts has been made and payments are current. 
 

5. The unit of general local government cannot be on the list of sanctioned communities 
that is maintained by the Office of Community Development. 

 
The threshold requirements for FY 2006 funding will not apply to the recipients of the FY 
2002, FY 2003, FY 2004 and FY 2005 LaSTEP funds or FY 2000 and FY 2002 Technology 
funds based on those grants only.  If, however, the recipients of the LaSTEP or Technology 
funds have an LCDBG program previously funded under another program category, that grant 
must meet the threshold requirements in order for the recipient to be eligible for other funding.  
The threshold requirements for FY 2007 funding for the aforementioned recipients will be 
identified in the FY 2007 Consolidated Annual Action Plan. 

 
In order to be eligible for a public facilities grant under the FY 2007 LCDBG program 
year, the following thresholds must have been met: 
 

1. Units of general local government will not be eligible to receive funding unless past 
LCDBG programs (FY 1997, FY 1998, FY 1999, FY 2000, FY 2001, FY 2002, FY 
2003, FY 2004, FY 2005, and FY 2006) awarded by the State have been conditionally 
closed-out with the following exceptions. 
 
For recipients of economic development awards under the FY 2003, FY 2004,  
FY 2005, and FY 2006 LCDBG Programs and for recipients of demonstrated needs 
awards funded under the FY 2006 LCDBG Program, the State will, on a case-by-case 
basis, make a determination on the recipient’s performance.  If the State makes the 
determination that the recipient has performed adequately, the State may deem that 
recipient eligible for FY 2007 funding. 
 
The following stipulations in this paragraph relate to those parishes with an 
unincorporated population of more than 25,000 and cities with a population of more 
than 25,000 (See Section II.G.1. of the Proposed FY 2006 Consolidated Annual Action 
Plan) that may be applying for funds under the FY 2007 LCDBG program year.  If any 
of these local governing bodies have no open or ongoing housing or public facilities 
grants awarded as of December 15, 2006, the local governing body will be eligible to 
receive two grants under the FY 2007 LCDBG Program.  If any of these local 
governing bodies have one open or ongoing housing or public facilities grant awarded 
as of December 15, 2006 that has not been conditionally closed-out, the local governing  

 12



 
body will only be eligible to receive one grant under the FY 2007 LCDBG Program.  If 
both applications are in a funding position under the FY 2007 Program, then the local 
governing body may choose which application will be funded.  If any of these local 
governing bodies have two housing or public facilities grants that have not been 
conditionally closed by December 15, 2006, then those local governing bodies will not 
be eligible for any grants under the FY 2007 LCDBG program year. 
 

2. Audit and monitoring findings made by the State or HUD have been cleared. 
 

3. All required reports, documents, and/or requested data have been submitted within the 
timeframes established by the State. 

 
4. Any funds due to HUD or the State have been repaid or a satisfactory payment 

arrangement of the debts has been made and payments are current. 
 

5. The unit of general local government cannot be on the list of sanctioned communities 
that is maintained by the Office of Community Development. 

 
Any public facilities applications that are determined to be ineligible for FY 2006 funding will 
be re-evaluated for eligibility for FY 2007 funding. 
 
The State is not responsible for notifying applicants as to their performance status. 
 
In order to be conditionally closed out, all closeout documents must have been approved by the 
State.  Upon approval of all closeout documents, the State will forward a letter to the local 
governing body as official notification.  The date of that letter must be as of the date 
established for performance and capacity determinations. 
 
The closeout documents should be submitted to the State at least forty-five days prior to the 
date established for performance and capacity determinations in order to give the State 
sufficient time to review these documents.  The State cannot assure the review of the closeout 
documents will be completed within the time frame if less than forty-five days are given for 
staff review.  The State will not be responsible for conditionally closing a grant if the closeout 
documents are submitted in a timely manner, but are determined to need revisions that cannot 
be completed prior to the established deadline. 
 
Citizen Participation Requirements 
 
Prior to the submittal of the application, the local governing bodies must have a written and 
adopted Citizen Participation Plan that is in compliance with Section 508 of the Housing and 
Community Development Act of 1974, as amended.  The local Citizen Participation Plan must 
be made available to the public at the first public hearing.  Instructions for developing a Citizen 
Participation Plan and a Sample Citizen Participation Plan for local governments are provided 
on pages 17 - 25. 
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Previous LCDBG recipients that have already adopted a Citizen Participation Plan must revise 
their plan to reflect any changes herein.  Local governing bodies that are not familiar with the 
State’s Citizen Participation Plan may request a copy by contacting Dotty Tapscott in the 
Office of Community Development at 225/342-7412.  Only the citizen participation 
requirements that pertain to the application procedures are identified herein. 
 
If the local governing body is not having an official meeting to adopt/amend the Citizen 
Participation Plan prior to the first public hearing, the local governing body can distribute the 
new or revised Citizen Participation Plan at the public hearing.  However, the new or revised 
Citizen Participation Plan must be adopted prior to the second public notice announcing 
availability of the application for review and the notice must state that the adopted Citizen 
Participation Plan will also be available for review. 
 
The local governing body must hold the first public hearing prior to the development of the 
application.  The purpose of the hearing is to receive comments on the housing and community  
development needs of the jurisdiction.  A notice of the public hearing (sample notice is 
provided on page 26) must be published in a local newspaper a minimum of five days prior to 
the date of the hearing.  The day the notice is published does not count as one of the five days.  
The hearing can be held on the fifth day.  The location and time of the hearing must be 
convenient to potential beneficiaries.  Also, a location and time frame for the submittal of 
comments should be included for persons unable to attend the hearing.  An interpreter must be 
present at the public hearing if a significant number of non-English speaking persons are 
expected.  The notice must state that accommodations for persons with disabilities or non-
English persons will be provided.  Citizens, particularly persons of low and moderate income 
and those living in slum and blighted areas, should be encouraged to participate in this process. 
 
The following information must be identified in the public notice as items to be discussed at 
the hearing and provided to persons attending the meeting. 
 

1. The amount of funds available for proposed community development and housing 
needs. 

 
2. The range of activities that may be undertaken, including the estimated amount 

proposed to be used for activities that will benefit persons of low and moderate income. 
 

3. The plans of the applicant for minimizing displacement of persons as a result of 
activities assisted with such funds and the benefits to be provided to persons actually 
displaced as a result of such activities. 

 
4. If applicable, the applicant must provide citizens with information regarding the 

applicant’s performance in prior LCDBG programs funded by the State. 
 

Written minutes of the hearing and an attendance roster must be maintained by the local 
governing body. 
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A second public notice (sample notice on page 27) regarding the specific contents of the 
application must be published a minimum of seven calendar days prior to application submittal 
in a local newspaper.  The purpose of the notice is to inform the citizens of the proposed 
objectives, proposed activities, location of the proposed activities, and amount of funds to be 
used for each activity.  Citizens must be given the opportunity to review the application and to 
submit comments on the proposed application.  The notice must state the proposed application 
submittal date and provide the location and time frame the application is available for review.  
The application must be complete and available for public review when the notice is 
published in the newspaper. 
 
The applicant must provide technical assistance to facilitate citizen participation when 
requested, particularly to representatives of or low and moderate income persons.  The level 
and type of technical assistance shall be determined by the applicant based upon the specific 
needs of the community’s residents. 
 
Standard Application Forms 
 
Only applications submitted on the standard forms included herein will be accepted.  
Additional application forms are available from the Division of Administration, Office  
of Community Development, Post Office Box 94095, Baton Rouge, Louisiana 70804-9095.  
Telephone number (225) 342-7412 or Louisiana Relay Service at 1-888-699-6869 (Information), 
1-800-846-5277 (TTY Users), 1-800-947-5277 (Voice Users).  The application package is also 
available on the Internet at www.state.la.us/cdbg/cdbg.htm. 
 
Federal and State Statutes and Regulations That Apply to the LCDBG Public Facilities 
Program 
 
The following regulations apply to the LCDBG Program and should be considered in the 
preparation of your application. 
 

1. Uniform Act (Acquisition and Relocation) – Requires appraisals for all acquisition 
(valued over $10,000) undertaken in connection with activities included in the 
application, including easements/servitudes for public facilities.  The local governing 
body is required to pay at least fair market value for all properties acquired.  
Acquisition must be completed before construction begins.  Acquisition and relocation 
can be very time consuming, please develop your program time schedule accordingly. 

 
2. Davis-Bacon and Contract Work Hours and Safety Standards – Requires that Federal 

prevailing wage rates are paid to all employees working under a construction contract 
of $2,000 or more.  Also, all employees must be paid at least time and a half for any 
time they work more than forty hours per week.  The Federal Labor Standards 
Provisions and the applicable federal wage decision(s) must be included in bid 
packages and contract documents as well as referenced in all bid advertisements.  
Prevailing wage rates are higher than regular wages in many rural areas and may affect 
the project budget. 
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3. Audit Requirements – OMB Circular A-133 requires single audits of all grantees that 
have total annual federal expenditures in excess of $500,000.  Financial audits and/or 
certifications are required in accordance with State law when grantee has total annual 
federal expenditures less than $500,000.  Single audit costs may be eligible for 
reimbursement in part as an administrative expense. 

 
4. Architectural Barriers Act – Requires that all non-residential structures and public 

facilities constructed, renovated, or rehabilitated with federal funds be accessible to the 
handicapped.  Entrances must be ramped, bathrooms must accommodate wheelchairs, 
etc.   
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Developing a Citizen Participation Plan 
 
All applicants and grantees should have developed and adopted a Citizen Participation Plan 
prior to application preparation in order to be in compliance with Section 508 of the Housing and 
Community Development Act of 1974, as amended.  The Plan at a minimum should: 
 

(a) provide for and encourage citizen participation, with particular emphasis on 
participation by persons of low and moderate income who are residents of slum 
and blighted areas and of areas in which funds are proposed to be used; 

 
(b) provide citizens with reasonable and timely access to local meetings, information, 

and records relating to the unit of local government’s proposed method of 
distribution and relating to the actual use of funds under Title I of the Housing 
and Community Development Act of 1974, as amended; 

 
(c) provide for technical assistance to groups representative of persons of low  and 
 moderate income that request such assistance in developing proposals with the 
 level and type of assistance to be determined by the grantee; 

 
(d) provide for public hearings to obtain citizen views and to respond to proposals 

and questions at all stages of the community development program, including at 
least the development of needs, the review of proposed activities, and review of 
program performance; which hearings shall be held after adequate notice, at times 
and locations convenient to potential or actual beneficiaries, and with 
accommodations for the handicapped; 

 
(e) provide for a formal written procedure which will accommodate a timely written 

response to written complaints and grievances within 15 days where practicable; 
and 

 
(f) identify how the needs of non-English speaking residents will be met in the case 

of public hearings where a significant number of non-English speaking residents 
can reasonably be expected to participate. 

 
Each applicant/grantee shall provide citizens with adequate opportunity to participate in the 
planning, implementation, and assessment of the CDBG program.  The applicant/grantee shall 
provide adequate information to citizens, hold a public hearing at the initial stage of the planning 
process to obtain views and proposals of citizens, and provide opportunity to comment on the 
applicant's/grantee's community development performance.  The Citizen Participation Plan must 
incorporate procedures for complying with the above regulations (a-f).   
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(Sample) 
 

 CITIZEN PARTICIPATION PLAN 
 
 
The         has adopted the following Citizen 
Participation Plan to meet the citizen participation requirements of Section 508 of the Housing 
and Community Development Act of 1974, as amended.  The                                        is 
committed through adoption of this plan to full and total involvement of all residents of the 
community in the composition, implementation and assessment of its Louisiana Community 
Development Block Grant (LCDBG) Program.  Attempts will be made to reach all citizens, with 
particular emphasis on participation by persons of low and moderate income, residents of slum 
and blighted areas and of areas in which funds are proposed to be used.  A copy of this plan will 
be made available to the public upon request. 
 
As part of the citizen participation requirements and to maximize citizen interaction, the 
                                                         shall: 
 

1) Provide citizens with reasonable and timely access to local meetings, information 
and records relating to the State's proposed method of distribution, as required by 
the Secretary, and relating to the actual use of funds under Title I of the Housing 
and Community Development Act of 1974, as amended; 

 
2) Provide for public hearings to obtain views and respond to proposals and 

questions at all stages of the community development program.  These hearings 
will consist of the development of needs and proposed activities and review of 
program performance.  These hearings will be held after adequate notice, a 
minimum of five calendar days, at times and locations convenient to potential or 
actual beneficiaries with accommodations for persons with disabilities; 

 
3) Provide for and encourage citizen participation with particular emphasis on  
 participation by persons of low and moderate income who are residents of  slum 
 and blighted areas and of areas in which funds are proposed to be used; 

 
4) Provide for technical assistance to groups representative of persons of low and 
  moderate income that request such assistance in developing proposals; 

 
5) Where applicable, identify how the needs of non-English speaking residents 
  will be met in the case of public hearings; and  

 
6) Provide for a formal written procedure which will accommodate a timely 
  written response, within fifteen days where practicable, to written complaints 
  and grievances. 
 

Written minutes of the hearings and an attendance roster will be maintained by the _________.                            
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 PUBLIC HEARINGS 
 
 
Notices informing citizens of any public hearings will appear in the official journal of the  
        a minimum of five calendar days prior to the 
hearing.  In addition, notices will also be posted in (parish office buildings/town hall) and the 
hearing will be publicized through local community organizations, i.e., churches, clubs, etc., 
and/or dissemination of leaflets in the target area.  Hearings will be held at times and locations 
convenient to potential or actual beneficiaries with accommodations for individuals with 
disabilities and non-English speaking persons.  Whenever possible these hearings will be held 
within or near the target areas, at times affording participation by the most affected residents. 
 

I. APPLICATION: 
 

First Notice/Public Hearing 
 

1) The public hearing to address LCDBG application submittal will be held 
approximately    calendar days prior to the deadline for 
submission of the application for the current funding cycle.  The Citizen 
Participation Plan will be available at the hearing.  The public notice for 
this hearing will state that the following will be discussed: 

 
a) The amount of funds available for proposed community 
  development; 

 
b) The range of activities that may be undertaken, including the 
  estimated amount proposed to be used for activities that will 
  benefit persons of low and moderate income; 

 
c) The plans of the      for minimizing 

displacement of persons as a result of activities assisted with such 
funds and the benefits to be provided by the           to 
persons actually displaced as a result of such activities; and 

 
d) The                prior performance of LCDBG 

programs funded by the State of Louisiana. 
 

In addition, the notice shall state that all citizens, particularly  
low and moderate income residents of slum and blighted areas, 
are encouraged to submit their views and proposals regarding  
community development and housing needs.  Those citizens 
unable to attend this hearing may submit their views and  
proposals to: 

 
 

(address of local governing body) 
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The notice will also state that accommodations will be made for 
disabled and non-English speaking individuals provided a _______ 
day notice is received by the           . 

 
Second Notice 

 
1) Seven calendar days, at a minimum, prior to the deadline for submittal of 

the application, a second notice shall appear in the official journal 
informing the citizens of the following: 

 
a) Proposed submittal date of the application; 

 
b) Proposed objectives; 

 
c) Proposed activities; 

 
d) Location of proposed activities; 

 
e) Dollar amount of proposed activities; and 

 
f) Location and hours available for application review. 

 
In addition, the notice shall state "all citizens, particularly  
those affected by the proposed project, are encouraged to review  
the proposed application and submit any written comments on the  
application to:" 

 
 
 

(address of local governing body) 
 
 

 
Negative comments received will be forwarded immediately to the State’s Office 
of Community Development,  Division of Administration or the application will 
be withdrawn if necessary.   

 
 

II. AMENDMENTS 
 

Program amendments, which substantially alter the LCDBG project from that 
approved in the original application, shall not be submitted to the State 
without holding one public hearing in accordance with the procedures outlined 
within this Citizen Participation Plan.  Minutes of the hearing will be 
submitted with the request for the amendment.  All interested citizens,  
particularly the low and moderate income, elderly, handicapped, and residents of 
the project area, shall be made aware and have the opportunity to comment on 
proposed amendments and/or submit alternative measures. 
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III. GRANTEE PERFORMANCE 

 
The                   will hold one performance hearing 
to  solicit the public's opinion of the effectiveness of the LCDBG Program. The  
manner of notification will be the same as previously described for all public 
hearings.  Notification will be made in the official journal approximately ____         
calendar days prior to the anticipated submittal of close-out documents to the 
State, and will indicate the date, time, and  place of the performance hearing, and 
invite comments and opinions on the LCDBG activities implemented under the 
_________ LCDBG Program being closed out.  The notice will also state that 
accommodations will be made for disabled and non-English speaking persons 
provided a    day notice is received by the          . 

 
This notice shall invite all interested parties, particularly those low to 
moderate income residents in the target area to attend. 
 

The hearing will be held no sooner than five calendar days from the publication date of said 
notice. 
 
 
 CONSIDERATION OF OBJECTION TO APPLICATION 
 
 
Persons wishing to object to approval of an application by the State may make such objection 
known to: 
 

Office of Community Development 
Division of Administration 
Post Office Box 94095 
Baton Rouge, Louisiana  70804-9095 

 
The State will consider objections made only on the following grounds: 
 

1) The application description of needs and objectives is plainly inconsistent with  
 available facts and data; 

 
2) The activities to be undertaken are plainly inappropriate to meeting the needs  
 and objectives identified by the applicant; and 

 
3) The application does not comply with the requirements set forth in the Final  
 Statement or other applicable laws. 

 
Such objections should include both an identification of the requirements not met and, in the case 
of objections relative to (1) above, the complainant must supply the data upon which he/she 
relied upon to support his/her objection. 
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 BILINGUAL 
 
 
Whenever a significant number of persons and/or residents of blighted neighborhoods 
communicate with a primary language other than English  attend public hearings, the 
                                       will provide a interpreter for dissemination of information 
to them providing the      is given sufficient notification  
of    day(s). 
 
 
 TECHNICAL ASSISTANCE 
 
Technical assistance may be provided directly by the    to any citizen, particularly to 
low and moderate income persons, residents of blighted neighborhoods and minorities, who 
request assistance in the development of proposals and statement of views concerning the 
LCDBG Program.  The local officials, administrator and engineer will conduct  informational 
meetings with the residents of the low to moderate income areas if a written request is received 
by the      with at least a one week notification.  The persons who conducts 
the technical assistance meetings will disseminate information on the program and answer all 
pertinent questions. 
 
 
 TIMELY ACCESS AND ADEQUATE INFORMATION 
 
The      shall provide timely disclosure of records, information and 
documents related to the LCDBG program activities.  Documents will be made available for 
copying upon request at the    , Monday thru Friday,    a.m. to  
  p.m.  Such documents may include the following: 
 

1) All meetings and promotional materials. 
 

2) Records of hearings and meetings. 
 

3) All key documents, including prior applications, letters, grant agreements,  
 citizen participation plans, and proposed applications. 

 
4) Copies of the regulations (final statements) concerning the program. 

 
5) Documents regarding other important requirements, such as Procurement  
 Procedures, Fair Housing, Equal Employment Opportunity, Uniform Act,  
 Labor Provisions and Environmental Procedures. 

 
 
 



 CITIZEN COMPLAINT PROCEDURE 
 
 
SECTION 1 
 
It is the policy of the (local governing body) to review all complaints received by the (local 
governing body.) 
 
 
SECTION 2 
 
The following procedures will be followed on all complaints received by the (local governing 
body): 
 

1) The complainant shall notify the (designated local official) of the complaint.  
The initial complaint may be expressed orally or by written correspondence. 

 
2) The (designated local official) will notify the Mayor or designated 

representative of the complaint within    working days. 
 

3) The Mayor or designated representative will investigate the complaint and  
  will report the findings to the (designated local official) within ______     
  working days. 
 

4) The (designated local official) will notify the complainant of the findings  
  of the  Mayor or designated representative in writing or by telephone  
  within       working days. 
 

5) If the complainant is aggrieved by the decision, he must forward the 
complaint in writing (if previously submitted orally) to the (designated local 
official) who will forward the complaint and all actions taken by the Mayor or 
designated representative to the appropriate council committee for their 
review.  This will be accomplished within    working days of receipt 
of the written complaint. 

 
6) The reviewing council committee will have           working days to review 
  the complaint and forward their decision to the complainant in writing. 
 
7) If the complainant is aggrieved with the decision of the Committee, he must 

notify the (designated local official) in  writing that he desires to be afforded a 
hearing by the (local governing body) Council.  The complainant will be 
placed on the next regularly scheduled council meeting agenda.  The 
(designated local official) will notify the complainant in writing of the date of 
the hearing. 
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8) The complainant must bring all relevant data, witnesses, etc., to the  
  hearing.  The (local governing body) Council, at the hearing, will review  
   

 the complaint and forward within    days a certified copy of the  
  minutes of the meeting at which the hearing was conducted and a decision  
  was rendered to the complainant.  If a decision is not reached at the  
  hearing, the (local governing official) Council will inform complainant of  
  an appropriate date to expect a response.  Within    working days  
  of reaching a decision, the complainant will be notified in writing of the  
  decision. 

 
Complaints concerning the general administration of the LCDBG Program may be submitted 
in writing directly to the: 
 

Division of Administration 
Office of Community Development 
Post Office Box 94095 
Baton Rouge, Louisiana  70804-9095 

 
SECTION 3 
 
All citizen complaints relative to Fair Housing/Equal Opportunity violations alleging 
discrimination shall be forwarded for disposition to the: 
 

  Louisiana Department of Justice 
  Public Protection Division 
  Post Office Box 94005 
  Baton Rouge, Louisiana  70804 

 
The complainant will be notified in writing within 10 days that, due to the nature of the 
complaint, it has been forwarded to the Louisiana Department of Justice. 
 

or 
 
Complainant may contact the Louisiana Department of Justice Public Protection Division 
directly at the Toll Free Telephone number 1-800-273-5718 or 225-342-5521. 
 
SECTION 4 
 
The (designated local official) will maintain a file for the purpose of keeping reports of 
complaints. 
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SECTION 5 
 
This policy does not invalidate nor supersede the personnel or other policies of the (local 
governing body) which are currently adopted, but is intended to serve as a guide for 
complaints. 
 
SECTION 6 
 
This policy may be amended by a majority vote at any of the     regularly 
scheduled meetings. 
 
ADOPTION 
 
This Citizen Participation Plan is hereby adopted by                    
in regular session on this    day of         , 200       . 
 

                                                             
        
                                                   
    
WITNESS      CHIEF ELECTED OFFICIAL 
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SAMPLE PUBLIC NOTICE 
 

 
Public Hearing 

 
Village of     , Louisiana 

 
The Village of    will hold a public hearing at    p.m. on  , 
2005 at the     Village Hall.  The purpose of the meeting is to obtain views 
on the housing and community development needs of the Village and to discuss the 
submission of an application for funding under the State of Louisiana FY 2006/2007 
Community Development Block Grant (LCDBG) Program.  The following items will be 
discussed at the hearing: 
 

A. The amount of funds available for proposed community development and housing 
activities; 

B. The range of activities available that may be undertaken, including the estimated 
amount of funds proposed to be used for activities that will benefit persons of low 
and moderate incomes; 

C. The plans of the Village for minimizing displaced persons as a result of activities 
assisted with such funds and the benefits to be provided by the Village to persons 
actually displaced as a result of such activities; and 

D. The Village’s past performance on LCDBG projects funded by the State of 
Louisiana. 

 
All residents, particularly low and moderate income persons and residents of slum and 
blighted areas of the Village of    are encouraged to attend this meeting. 
 
Accommodations will be made for persons with disabilities and non-English speaking 
individuals provided that three day notice of received by the Village. 
 
Those citizens unable to attend this hearing may submit their views and proposals until 
___________, 2005 in writing to: Village of    
     Post Office Box   
       , Louisiana    
        , Mayor 
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SAMPLE PUBLIC NOTICE 
 

LCDBG Application Available for Review 
 

The Village of    announces that an application for the FY 2006/2007 Louisiana 
Community Development Block Grant (LCDBG) funds will be submitted for the 
following: 
 

Activity: LCDBG funds will be used to     
Objective: To provide adequate service for low-moderate income residents of the 

Village of     
Location: The target area consists of      
Amount: (List each activity and the amount) 
 

All citizens, particularly persons of low and moderate income and residents of blighted 
areas, are encouraged to submit their views and proposals by (insert date, this date must 
allow for a review period of a minimum of seven days prior to application submittal) to the 
Mayor at the following address:  Office of the Mayor 
      Village of     
      Post Office Box    
        , Louisiana    
      Telephone:      
 
The application is to be submitted to the State’s Office of Community Development on or 
about (insert date application will be submitted).  A copy of the application will be 
available for review at the Village Hall between the hours of (insert hours Village Hall is 
open for business) on (insert the days of the week the application will be available for 
review). 
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